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QuickBooks

For Conservation Districts

> Introduction

This Training Guide was developed to use in conjunction with the QuickBooks Training
for Conservation Districts. It has been designed to cover the particular aspects of
QuickBooks that have been adapted to conservation district accounting. The guide is
intended to be a supplement to the QuickBooks Startup and Quick Reference Guide
(included with software purchase) and QuickBooks Help features. The J.D.S. Computer
Services with the assistance of the State Conservation Commission revised the guide for
distribution in March 2008. The instructions are based on the QuickBooks Pro 2007
version. Various reports and lists have been customized for conservation district use to
meet statutory requirements. The customized reports and lists are included in the Standard
Conservation District Company File to be loaded with the QuickBooks software, which
has already been done for most conservation districts.

Even though you will not use all the features of QuickBooks, it will provide a professional
accounting system for your conservation district. Your accounting skills need only be
basic because QuickBooks does all the debits and credits behind the scenes for you. Using
QuickBooks you will create claim vouchers, pay bills, receive payments, make deposits,
and create numerous reports. You will also have the ability to do payroll and all the
accounting procedures that come with running payroll if you choose to do so.

» Starting QuickBooks for the First Time

If you use an USDA computer/internet system, the I'T Specialist will need to load the
QuickBooks software and the Standard Conservation District Company File for you.

To launch QuickBooks:

1. Click File.
2. Choose New Company.
3. The following screen will appear.

¢ Get answers

QuickBooks
asy e Welcome to the QuickBooks EasyStep Interview
EasyStep Interview -

I |

Interview Progress

w'e'll walk you through setting up the basics by asking you questions and giving you guidance along
the way. In about 30 minutes vou'll be ready to start using QuickBooks—customized just Far you!

| Start Interview |

Have you used Quicken or Peachtree Are you an accountant or
for your business? QuickBooks expert?

Click Carvert Data iF vou would like ta Click Skip Inkervievs ko sek Up wour
transFer your Financial information ko company information on your owven,
QuickBoolks .,

what happens to my converted data?

Convert Data - Skip Inkerview

want help from a QuickBooks expert?
. Gek one-on-one advice and training From a Certified QuickBooks ProAdwisor. % Learn More
Meed help setting up?
. Eind a lacal

< QuickBooks experk
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For New Company,

e Click on Start Interview
o Work through Wizard
o Close Wizard.

To Restore Company,

e (Go to Skip Interview

e Enter the required information (denoted with red *)
e  Work through the Wizard

e Close Wizard.

» Restoring the Standard Conservation District
Company File
When QuickBooks opens, the window below will appear on your screen.

y No Company Open

Select a company that wou've previously opened and click Open

standard Counby Conseryvation Districk Cormpany File, QBW

Location: C:\Documents and Settings!, DS Deskiop),

4 || @ | O

Creake a Open or restore an Qpen a
e Comparny existing company sample file

1. You will select the applicable company.
2. Click the Open button.
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what type of file do you want to open or restore?

) Dpen a company file {(.QBW or .0BA)

* Opens a narmal company File [ gbw)
* Opens an Accountant's Copy warking File (, gba)

& ;ﬂesture a backup copy {.QBB}E
* Retrigves a copy of everything you need for your company

) Restore a portable file (.QBM)

* Recreate a company file that was stored as a portable file

Help ] ’ Cancel

3. Click the Restore a backup copy option.
4. Click the Next button.

Is the backup stored locally, or on the online service

@1

* Backup is stored on this computer, on a removable medium, or on a
netwarked drive,

) online backup
* Retrieve the file using the online service, then open as usual

Back, ] [ Mexk ] Help ] [ Cancel

5. Click the Local backup option.
6. Click Next.
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What type of file do you want to open or restore?

&= :!]pen a company file (. JBW or .QBA}E

= Opens a normal company file gbw)
= Jpens an Sccountant's Copy working file .gba)

) Restore a backup copy {.QBB)}

= Refrieves a copy of everything wou need For your compansy

) Restore a portable file {.QBM)

= Recreate a company file that was stored as a portable File

Back ' Firish Help J [ Cancel

7. Click the Open a company file option.
8. The “Restore From” window will appear.
9. Use the pull-down menu to choose the applicable QuickBooks drive.

e =&

Filz Edt Miew Lists Accountant Company Customers Vendors Employees Banking Reports  Window  Help

Loak in: @ Huickbooks Pract [E:)
My Recent Documents
Desklop
My Documents

My Fecent a My Computer
Documents & 3¢ Floppy (4

e 250gb [T

<o 160gb (D]

(2300 Pract [E:)

‘s Removable Disk [F:]

&8 MMC/SD ()

& CompactFlashl/I1 1)

4 Smarthiedia 1]

2 M5MS Pro (02

z QuickBooks Data on karen' [3)

S E onkaren' [11)

;’g Saftware on File Server (jog] [2:]

(& Shared Documents

[ My Documents 7 1237 PM] i Open i
.‘g My Metwork Places =
1 All Games [ Cancel }

120 Applications
My Netiwork |5 Class Schedule & Pages bich =

1) |E Shartouts

125 Music CD ta Bumn
[ PDFs

|5 Remate Computers
15) website

1.7 WCA User List
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T e _JJ\!

File Edit View Lists Accountant Company  Customers Vendors Employess Banking Reports  Window  Help

Look in: @ Quickbooks Pract [E:]

My Recent
Documents

File name: ‘Standard Conzervation District Company File I Open |

Files af type | 0EW Backup [.08B] [ concel |

My Network.

10. Double click on the Standard County Conservation District Company File.
11. Click Open.

Filz Edit View Lsts Accountant Company  Customers Vendors Employess Banking Reports Mindow  Help

Savein: | [ QuickBooks 2007

ﬁCnmpnnEnts

EDCUnvertDS

Iy Recent [S)Data

Documents 22105 Computer Services - Images
[210S Computer Services Tax Forms
[0 QuickBooks Letter Templates

(22 QuickBooks Letters

e jie

-

File: name: ‘dard Caunty Canservation District Company File

Save a3 tppe: ‘ QuickBooks Files [ 0Bw)

i

by Metwork
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12. In most cases, you will save your company file to your hard drive. However, if you
are working in a network environment, you will need to choose a location that can

be accessed by all authorized users.

13. At this point, you can also edit the File name so that it reads Standard County

Conservation District, where Standard is the name of your county.
14. Click on the Save button.

Once the restore process is complete, QuickBooks should open the company file. If,
however, you get a message indicating that the data is from a newer version of
QuickBooks, you will need to download a maintenance release. Refer to the section on

“Updating QuickBooks” for assistance on this.

Yaur backup file has been successfully restared. The restored data File
needs to be updated ko work with this version of QuickBooks,

Cepending on the version of QuickBooks wou were previously using,
CuickBoaks might rebuild your file ta verify the inkearity of wour daka, This
is a multi-step process that can take over 30 minukes depending on the size
of your File.

PLEASE MOTE: Updating wour data file will make it significantly larger, This
is due ko a change in the QuickBooks data file Format For this version.

Cnce wour daka file is updated ko this new version, it will nok wark with wour
previous version of QuickBooks., Howewver, vour backup File will skill waork,
with your presvious version of QuickBooks.

Type "YES' i wou wank to update your data file, YES|

I ] [ Zancel

¥ou are about ko open a company File using a newer version of QuickBooks, QuickBooks will
! update this file ko the newer version buk wou won't be able to open it again in older versions
af QuickBooks,

D you wank bo continue?

e Ifyou are told you need to update your QuickBooks file you will need to type in

“YES” and click on the OK button.

e Ifyou are restoring or opening a company file that has been password protected.

You will need to enter a password for restore to work.
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» Registering Your QuickBooks Software

Once you have installed your QuickBooks software you will need to register your copy of
the software with Intuit, the manufacturers of the QuickBooks series and software. In
order to do this, you will need to follow these steps:

1. Go to the File menu and choose Register QuickBooks.

F

LFHE,

RS L e TR T S O S T e A oy ek v L oy R O

You have 30 Day({s) remaining - please register now!

Bw reqgiskering, wou become eligible Far:

# Free callback support For 30 daws From registration™®
# Sofbware Updates to QuickBooks

QuickBooks will go online to check yvour registration skatus

Skip online check and register by phone

Learn more about QuickBooks reqistration.

* 30 consecutive days of QuickBooks 2006 support included
From First-time registration. OFfer valid 90 days from software
purchase; U.5. only. Callback support; Internet access required.
Terms and conditions, Features, pricing, and service availability
subject to change at any time.

| - Beqin Reqgistration = | [ Remind Me Later

2. Click on SKkip online check and register by phone.

RegislenuincibEnokssnemmesaiccoumianisi=d o siis)

L'C

Call Intuit to complete registration

1-800-316-1068 (toll free) within the United States
1-520-901-3220 from outside the U.S,
7:00 arn - 6:00 pra {Pacific birne)

Product Information

License Mumber:  0591-7669-4590-418
Product Mumber:  223-051

The agent will give vou a code to enter,
Validation Code:

[ Register Later ]

3. Call the number listed and give them the information they request.
4. Type in the registration number they give you. Write that number down in a safe
place, in case you ever need to reinstall QuickBooks.
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» Looking at the Screen

You will notice that the QuickBooks screen is much the same as any other Windows
application. At the top of the screen you will see the file name you are currently using and
to the right you will see the minimize screen, maximize screen, and close (exits
QuickBooks) buttons. Under the file name is the Menu bar and under it is the
Navigation/Icon bar. Under these is the title of the active window with the window close
button.

The Home page is displayed below. It provides a clickable flow chart (click the icon for
the task you want to do), shows account balances at a glance, and displays other features.

When you open a window in QuickBooks, it appears in front of other windows that you
previously opened. The optional Open Window list keeps track of the windows that are
open. Use the Open Window list to switch between windows while you work. To show
the Open Window List, from the View menu, choose Open Window List.

:73, Happy County Conservation District - QuickBooks Pro 2007 _ |51 ll
Fle Edt View Lists Company Customers Vendors Employees Banking Reports Window Help Special Offers

& = »
P & & el =3 %8 B =R il
Home: Customer Center  Vendaor Center  Employee Center | Report Center Search  Find ~ Backup | Chof Accrits  Item Claim Woucher  Bill TD by ARpt UnpdBills Rpt  Sales Receipt
i Home Type a help question | Ask] = How Do I?
" ) Company Eiccount Balances
EnlerSa\es Receipts .E ﬂ @ [:] @ 'f= Nare_+ Balance—*
| Chart of Accaunts S Purchase Receive Enter Bills ] 1000 Checki... £9,3:4.66
a Orders Invenkory Against Chart of 1001 " Operat... 46,298,656
| Open Purchase Orders - Irwentary e 1002 " Enterp... 19,036.00
i General Ledger 1075 1st Sta... 2,000.00
i 1095 Petty ... 50.00
= ge
=) Tterms & adjust H Get Started
Enter Eills Pay Bills Services Quantity
On Hand [§ QuickBooks First Steps
a8 o8| Customize QuickBooks
a
a0 =) Marketing
: @ € _
§ Create Sales Gef Onling Elllzzmithri Garris
o Receipts Payrnents Bankin .
q E
(ﬁ_ J NEW Payroll Option
@ Accept credit cards
. .
! \g Order checks and supplies
Estimates Inwvoices Receive Record Reconcile
Payments Deposits & Recommended Services
3 @ ?@ % E Reminders & Alerts
Statement Statements Refunds p
Charges & Credits it Check Ty dlerts (1)
Checks Register
wn
b
A=
=
=)
i & & g
£ Print
Enter HEW Cherks
a | Time Payroll Option

QuickBooks provides several ways for you to perform a task by using the Menu bar,
Navigation/Icon bar, or the Home page. You choose the method that works best for you.

As you use different windows in QuickBooks it is important to know that clicking the Next
button will record the entry while keeping the window open so you can enter another
transaction. Clicking the Previous button will record the entry and display the previous
entry in the form. The OK button will also record the entry but closes the window. Using
the Cancel button will close the window without saving the current entry.
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» Working with Centers

QuickBooks now puts all your critical business information in easy-to-read, easy-to-access
centers. You can quickly analyze the information to make smarter and faster business
decisions. You can go to one of the centers by clicking the appropriate button in the Icon
bar (on the left side of the toolbar).

e The Customer Center focuses on customers, telling you what they owe, how to
contact them, and more. Every company, organization, and person that you will
be receiving money from will be entered as a customer.

e The Vendor Center focuses on vendors, telling you what you owe, how to
contact them, and more. Every company, organization, and person that you will
be paying, including employees (unless using QuickBooks Payroll Service), will
be entered as a vendor.

o The Employee Center is used to manage payroll for those who are signed up for a
QuickBooks Payroll Service (fee required), but anyone may use it to record
employee contact information.

» QuickBooks Help Features

QuickBooks makes it very easy to get help. You can go to the Help menu and click
QuickBooks Help or press F1 to bring forth the Help window. You can use the Index tab
to find topics for a specific term or concept or use the Search tab to ask a question.

The How Do I feature is located on every window in the program and will give help
related just to that particular window and activity. Simply click the How Do I button and
choose the topic which best meets your need for help.

Another help feature is the QuickBooks Learning Center. 1t offers short tutorials covering
QuickBooks basics. When you begin using QuickBooks it will be one of the first things
you’ll see. To open later, go to the Help menu and click Learning Center Tutorials.

LDUICKBOOKS g
Sl Hns What's New
Learning cencer
A .
Qverview & Setup Upgrading from QuickBooks 2005 or earlier? Watch this tutorial 7:20
| } + Usze the Home page to start key tasks with just one dick, Learn more...
:'-‘? = + The Customer, Vendor, and Employee Centers consolidate your lists, contact information,
é_—ﬁ'— fj Customers & Sales and transactions on one simple screen. Learn more...
What's new in QuickBooks 20077 Watch this tutorial 7:20
Vendors & Expenses R S : : 7z :
L + Find info easily in QuickBooks with Google Desktop™ and easily acquire new customers

with Google Marketing tools, Learn more...

Keep your Microsoft Outlook™ and QuickBooks contacts synchronized. Learn more...
Easy expense dassification by learning from previous transactions. Learn mare...

It's now even easier to transfer billable time and expenses to your invoices. Learn more...
Mew and improved features and workflows for payroll subscribers. Learn more. ..

@ Inventory

[ Ta
o
h-il Payroll
| We've made other improvements, too, *Learn more. ..

2
e Additional resources

* Help from QuickBooks support experts (FREE for 30 days after registration). * Learn more...
+ Contact other QuickBooks users and experts to find answers and share advice, *Learn more...

4 Eind & QuickBooks @
expert in your area

™ Show this window at startup Begin Using QuickBooks ]
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» QuickBooks Updates

Intuit provides updates to QuickBooks periodically that can be downloaded from the
internet. QuickBooks is initially setup to automatically download updates. For those of
you using an USDA internet connection, the IT Specialist may need to perform this
manually. Please check with the IT Specialist to see if the QuickBooks updates can be
manually downloaded by you or if he/she must periodically download the updates for
you.

» Customizing the Standard Conservation District
Company File

Okay, you have installed and registered the software and successfully restored the Standard
Conservation District Company file. Now it is time to CUSTOMIZE.

Let’s start by putting in the conservation district name, address, etc. To do this, follow
these steps:

1. Go to the Company menu and choose Company Information.

K
g £ A 5 1 » =1 = B
= ) ) ) F A % & @ B & ; B G
e Customer Corger  Vordkr Ot [egloves Corter  Raport Canta Sapch Band  Fre  Badep Agerd Tt frecacn il Vinatheir l bk, Ewg
—_— S s S — = e
a -
B Account Balances
%! : il (v i — i . Brw = Balwer
f G rInfanmation Ty a buip quassstion: | | How Do IF |- Chesking [T [
| |z i TP ST ST FTH 11 E'\ | 1 | 1’.3|i- l'l..rh?d-hpl_l- EE:I'!I -
= . i i ] b+ Furel B 0 =
I o B - Chacking il
s O Conrey Camarcfon Dibich b= Pured © oL
Camerd i PFund €1 [
Lddvers Pwors # =i ol LTI 000
- Furd B oL
fu s ek b1+ Pund 02 .00
X P Pt v Fund i
1
[mal Ship To Addre. b - Chaking B0
= Fe . § - Chnthing [ h 1
£ b:r ountry | LS | = | el e b - Svinos & 00
: 1 - Furd & 0.0
: " ol $Ev | RN [ v seritie ot B Fard B 0
- Loyl Kamma | 1306 Courty Commiarvation Dty Freber 4 Esrpienes | vt wtur e ' r‘:r';‘f_”‘ E$
o CPED b reuingad For Paryrod) ¥ ‘un:'l": o 5
gl Addyers = = =
] S Serunly Haber
gl (R T brt Stawted
= : o PETH i entered)
iaha I
R Cugri By Pt Teres
Lsgal Coumiry U5
Canback Caritomizs Qe Bocky
byl (e of gerson pregang and sgreng paveoll ta Forms)
it it iy e
E
Pl T | lafuaiy L T Yo  lawwiary d = earn Ahaut Services
lreoms Tax Formp Uned olthenMore > e 3 P wing engbveces
& Bopeot el condy
el s e

2. Replace the XXX County Conservation District with the name of your conservation

district.

Fill in your Address — City — State — Zip.

Fill in your Phone and Fax numbers.

5. Fill in your Federal Employer Identification Number (this is required if you use the
QuickBooks Payroll Service).

6. When all fields are completed, click the OK button.

W
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» Editing the Preferences

Preferences are settings that can be set for your company file (Company Preferences) as
well as preferences that only affect your computer (Personal Preferences).

1. To review the preferences, go to the Edit menu, and click Preferences.

“ounty, Conservation District - OuickBopks: Premier Accountant Edition 2007, = | Jﬂ|
View Lists Accountsnt Company Customers Wendors Employees Banking Reports  Window  Help

: e =, = = >
q =) e CF P % B 4 & | B B = &= | B &
Hoy dor Center Employee Center  Report Center | Search Rmnd  Find  Backup  Acont  Item  Invoice  Claim Youcher il Check  Reg
- Type a help question [Ask = How Do I7 d L_:i m‘
y  Pas i o Company £ Acconnt Balances
g Har—
E  UssRegistar  CtrkR = :ﬁ MName < Balance
g e Enter Bills = [1000 - Checking #1 2
2 Use Calculator Irventory Against Chart of EBuild 1001 * Fund &
o | Ireventory Accounts Assemblies 1002 * Fund B
search... 1005 * Checking ...
Find ChrF | = % & jooerundt
1006.1 + Fund C1
o Trems & Adjust 1006.2 * Fund €2
Enter Bils Pay Bills Services Quankity 1007 * Fund &
On Hand 1007.1 * Fund DL
. 1007.2 * Fund D2
= 1010+ Checking ...
w = ; M“‘ke-‘it‘_‘ 1015 + Checking ...
g . = @ arketing 1050 * Savings A...
£ g & Tools 1051 * Fund &
& Sales Create Sales Get Onifine 1052 * Fund B
=} Orders Receipts Payments Banking 1085 * Savings A...
<@ 1056 * Fund ©
- 1056.1 * Fund €1

a7

é@ & '% E Get Started

Estimates Invoices Receive Record Reconcle ) )
PElpets Ben st [ QuickBooks First Steps
& = o [88) Customize QuickBooks
Statement Statements Refunds ot hailc
Charges B breits Checks Reqister El Learn About Services
2 £F Pay your emplovees
b}
o R
_E gl ~) & ‘D’ @5 Accept credit cards
E L] Print
“" Enter Ewd Cherks &3 order checks and suplies
8 Time: Payrall Gption
S

gF Other services...

M @,g E £ ,@,,E @ GE =) i w| | T2 20 Bl sszrm

2. When the Preferences window opens you will notice that there are two “tabs” in
the Preferences window: My Preferences and Company Preferences. Items
listed under My Preferences affect only your workstation and are designed to
customize the software to the user. Whereas, Company Preferences affect all
users of the QuickBooks file. Most of the Company Preferences have already
been set for you.

Preferences Type a help guestion | Ask » How Do 17| x|
B2 Accourting My Preferences I Company Preferences I oK |
‘uy Bills
% o [ Pressing Enter moves between fields | Bring back all one time messages Cancel |
- #1 Checkin
o J ) 7 Automatically open drop-dowin lists r Turn off pop-up messages For Help |
Y Desktop View when kyping products and services
qb Finance Charge [V Beep when recaording a transaction [V shaw ToolTips For clipped kesxt DieFault | f
‘i General ™ Automatically place decimal point v Warn when deleting a transaction o |
tl mmtegrated Applications unused list item Also See:

[ Warn when editing a transaction
‘ Items & Inventory

Rerminders
[ Jobs & Estimates Automatically recall information
q Payroll & Employees [V Automatically remember account or bransaction information
@ Reminders " Automatically recall Jast transackion Far this name
Wl Reports & Graphs ' Pra-fill accounts For vendaor based on past entries

Sales & Cust
% RS S Usomers Defaulk Date ko Use For Mew Transactions

5| Sales Tax
A " Use today's date as default % Lse the last entered date as default
send Forms
€2 service Connection keep custom item information when changing item in transactions
E Speling ' fisk  Always " Mever

(28] Tax: 1099
1 Time Tracking
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Let’s practice changing one of the personal preferences.

1. Click General in the list on the left in the Preferences window.

2. Make sure the My Preferences tab is active.

3. Click the blank checkbox next to “Pressing Enter moves between fields.”
4. Click the OK button to save the changes.

it rts ) Help
] £ = =i »
BF AR B 4 & | B B s B #H &
Customer Center Vendor Center Employes Center | Report Center ¢ Search  Rmnd Find  Backup Accnt Item Invoice | Claim Youcher Eill Check  Reg
~
s 18] ]
T
E = | i " ;73/|ount Bal
g r h—*rsﬂf Type a help question .‘_[W mluun AEHEED
= | 2 o Balance |
g Biithaee [ | Accounting My Preferences Company Preferences | o 1 ChE;klnD #1 D.Dﬂl@l
Orders Fund & 0.oo =
QJ i Eills : =
ﬁ o [IPressing Enter moves between fisids: [ Bring back all one time messages Eﬁ;‘:k?ng ggg
Checkin i
oo g Automatically open drop-down lisks il Turn off pop-up messages For Fund C 0.00
=94 Deskiop view hen typing producks and services +Fund C1 0.00
% Finance Charge Beep when recording a transaction Shaow ToolTips For dipped text Default Fu’;‘éﬂg = ggg
’i e A [[] Automatically place decimal poink Z_Vni;netéu?;niéi:eting a transaction ar e EERS gé ggg
ntegrate: lications 50 See:
3 d e Warn when editing & kransackion Checking ... 0.00
o g Trems & Tnvertary B Checking ... 0.00
2 . Savings A... 0.00
E |=# Jobs & Estimates Aukomatically recall information Fund & 0.00
£
A Sales q Payroll & Employses #Automatically remember account or transaction infarmation Furd B 0.00
a Orders . L Savings A, 0,00
& @ Reminders () aukomatically recall last transaction.for this name P € non
T wilt Reports & Graphs (&) Pre-Fill accounts for vendor based off past entries * Fund C1 0.00 @_!
Sales & Cush
@% i S Default Date to Use for Mew Transactions Started
55| Sales T.
Estimates I [5] Seles Tax () Use today's date as default (%) Use the last entered date as defaul:
a Send Forms LickBooks First Steps
% Service Cannection keep custom item information when changing item in transactions
= : ustomize DuickBooks
E speling ® ask O ahways O Never stomize QuickBooks
22| Tax: 1099
| 0 Time Tracking rn About Services
g &j Pay vour employees
: & ©
8 gl v g 1 g 5 Accept credit cards
2 ® ¥ ) Frink
o Enter WEW Checks &5 Order checks and supplies
a Time Payroll Sption
ca§ Other services...

] Dacument - Micrasof .. |
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» Collecting Sales Tax

If your district collects Sales Tax you will need to set that up in the Company
Preferences.

Go to the Edit menu click Preferences.

Click Sales Tax in the list on the left in the Preferences window.

Click the Company Preferences tab at the top.

Select Yes to “Do you charge sales tax?”

Click the Add sales tax item button. Sale Tax Items are used to calculate and add
sales tax charges when you make a taxable sale.

DA WDN =

,,“! Happy County Conservation District - QuickBooks Pro 2007 =8 il
Ele Edit Yiew Lists Company Customers Vendors Employees Banking Reports Window Help  Special Offers

& = —| »
- ) & = & B8 = e = &
Home Customer Center  Yendor Center Employee Center | Report Center Search  Find  Backup | Chof Accnts  Item Claim Youcher  Eill T0 by ARpt  Unpd Bills Rpt -~ Sales Receipt
fie Home
[ — PR — Company E Account Balances
_ Type a help question Ask = How Do [? X Mame & Balance
Eimia e T— e = 1000 Checki £5,334,66
| Enter Sales Receipts il ez Accourting My Preferences Company Preferences I 0K | 1001 Opera.‘.l.‘ 46,298166
Open Purchase Orders | . 1002 ' Enterp... 19,036.00
| General Ledger HE [ i s Fges O Ho el | 1075 12t 3t 2,000,00
H 1095 " Petty ... 50.00
| Create Purchase Orders g Checking Set Up Sales Tax ltem e | & gl
#39 Deskiop View Add a sales tax item For each county, district, parish, ete. where you 2 O Get Started
i , i et Starte
% Finarice Chargs callect sales tax,  Show Examples S dlu::
Yfour most comman sales kax item 4|_ il X .
Ba Gereral - Hand @ QuickBooks First Steps
Add sales tax item. .. -
3'i Integrated Applications Also See: oF ot Eooks
E| Customize QuickBool
‘ Ikems & Invenkory General
= Jobs & Estimates Assign Sales Tax Codes
@ Payroll & Employess Sales tax codes determing if the ikems you sell ave taxable or non-taxable, e e e,
% Reminders Taxable item code [, | Mon-taxableitemcode [pon &f e,
R ts & Graph:
i Rsports & Graphs [V Identify taxable amounts as "T" for "Taxable” when printing
3 Soles B Custamers 7 Accept credit cards
A s g Wwhen do you owe sales tax? when do you pay sales tax? % .
a Send Forms o & Monthly . ;_3 Order checks and supplies
8 ) ) % ps of invoice date (Accrual Basis) l"' - | fconcile
- Service Connection = Upon receipt of payment (Cash Basis) Quarterly {’6 Becommended Services
E Spelling  annually
[ Tax: 1099
T Time Tracking = E Reminders & Alerts
- ™ ek Alerts (1
Charges & Credits Chetke FerEe ﬁ

>

From the drop-down list click Sales Tax Item.

Enter Sales Tax in the Sales Tax Name field.

“Sales Tax” will default in the Description field, which is fine. This is what will

appear as a line item on your sales form.

9. Enter the applicable sales tax rate.

10. Select the Tax Agency from the drop-down Vendor List. If not listed, select Add
New and complete the agency information in the New Vendor window.

11. Click OK to close the New Vendor window.

* N
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Company B Account Balances
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12. Click OK to close the New Item window.

13. QuickBooks creates two sales tax codes and these should be all you’ll need to use.

14. Select the sales tax item you want to use from the Your most common sales tax
item drop-down list.

15. Select Upon receipt of payment under “When do you owe sales tax?”

16. Choose the applicable response under “When do you pay sales tax?”’

17. Click OK.

18. If you have already set up your items and customers, you’ll be prompted to assign a
taxable sales tax code. Click OK if most are taxable, if not, clear the checkboxes
and click OK. (At any time you can edit items and customers to change the Tax
Code when needed.)

When the sales tax function is turned on, QuickBooks will create a new account, possibly
2000, “Sales Tax Payable.” Every time sales tax is charged when using a sales receipt or
invoice, the sales tax will increase the balance in this account. Then when the district pays
sales tax from the Vendor Navigator, the payment will reduce the balance in this account.
The account’s main purpose is to keep track of sales tax charged and paid in to the Kansas
Department of Revenue.

» Entering Opening Balances

We recommend entering beginning balances after receiving the bank statement(s).
Section A of the following will apply to most Districts.

At this point you need to make some decisions.

Question #1: What do your financial statements currently show in terms of assets and
liabilities? Do you have any assets other than cash? Any liabilities? Receivables?
Inventory?

Question #2: Will you be running QUICKBOOKS parallel to your current accounting
system?

Question #3: Assuming that you have no assets other than cash and no liabilities, do you
want your year-to-date balances to match or do you merely want to compare monthly
activity?

Page - 16 QuickBooks for Conservation Districts Training Guide



Section A: In the event that vou only have cash, you will be running parallel to vour

current accounting system and the vear-to-date balances do not need to
match, vou can use these simple procedures.

Make a Journal Entry to record the beginning balances in each cash account

(Banking>Make Journal Entry.)

a. The entry should be dated one day prior to your start date. So if you choose
December 1* for your start date, the journal entry should be dated November
30.

b. Debit each cash account for the bank balance (not the reconciled book balance).
If a cash account has as a negative bank balance, you should credit the account,
rather than debt it.

c. After you have entered a balance for each cash account, you should have a
remaining balance (probably a credit), code this balance to account #3900
Retained Earnings.

Enter Outstanding Checks and Outstanding Deposits.

a. Use the Write Checks and Make Deposits options to key each outstanding
check and outstanding deposit.

b. You may use the original dates of the transactions or simply date them the same
as your journal entry from step 1 (above).

Section B: If you only have cash, but you want vour vear-to-date balances to match.

1.

Complete Step 1 from Section A.

Complete Step 2 from Section A, but code the checks and deposits to account

#3900 Retained Earnings.

Make a Journal Entry to key year-to-date income and expenses.

a. Again, date the entry one-day prior to your Start Date.

b. Each line on the journal entry will represent a year-to-date balance in either an
income or an expense account. Generally income accounts carry a credit
balance and, therefore, you will enter those balances in the credit column.
Similarly, expenses generally carry a debit balance, so you will enter those
balances in the debit column.

c. When you have finished, the remaining balance should equal your net income
or loss for the year. Code this amount to account #3900 Retained Earnings.

Section C: If vou have assets and liabilities other than cash, including inventory.

I.

Complete Step 1 from Section A, but expand the journal entry to include line items

for each asset and liability account, except accounts receivable, accounts payable,

and inventory.

Complete Steps 2 and 3 from Section B.

Use Invoice and Bill options to enter outstanding receivables and payables.

a. Create an Item for Beginning Balances and have it “point to” account #3900
Retained Earnings.

b. Use the Item created in 4a to enter an Invoice or Bill for each outstanding
receivable and payable.

Enter beginning inventory balances through an inventory adjustment.

a. Refer to the QUICKBOOKS help menu for additional instruction on adjusting
inventory.

b. Adjust the Quantity and Value of each item in inventory. (Most will not use.)

c. Date the adjustment one day prior to the Start Date.

d. The Adjustment Account should be account #3900 Retained Earnings.
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» Data Entry Quick Tips

Now that we have set up your “company,” let’s learn some quick ways to get around in
QuickBooks. After we review these quick tips you can continue and add some accounts,
items, customers and vendors. Once these are added to our company we can then learn
how to generate the reports we need for the conservation district.

EFFECT YOU WANT

TO ACCOMPLISH SHORT KEY
To increase a date or form number +
To decrease a date or form number -
To change date to the end of the year R (yeaR)
To change date to the beginning of the Y (Year)
year
To change date to end of the month H (montH)
To change date to beginning of the month M (Month)
To change date to today's date T
To move to the next field Tab
To move to the previous field Shift + Tab
To cancel a transaction or close a window Esc
To undo changes made to a field Ctrl+ Z
To move to line above in detail area Up Arrow
To move to line below in detail area Down Arrow

You also always have a built in calculator if you are in an amount field, all you need to do
is type in the first number and then hit the + (for Addition) — (for Subtraction) / (for
Division) or * (for Multiplication). Just continue with all the numbers and then press Enter
for =.
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» QuickBooks Lists

QuickBooks lists organize a wide variety of information and it is this information that is
used to fill out the forms and reports. The primary lists that conservation districts use are

the Chart of Accounts, Items List, Class List, Customer & Job List, Vendor List, and
Employee List (primarily for those with a payroll subscription).

» Types of Accounts

There are two main types of accounts in the QuickBooks Chart of Accounts: Balance
Sheet Accounts and Income and Expense Accounts.

Balance Sheet Accounts

QuickBooks provides nine types of balance sheet accounts to choose from as you create
and add to your Chart of Accounts. The following table describes each type of balance
sheet account and the transactions you can use it for.

Type of Account
Bank

Accounts receivable

Other current asset

Fixed asset

Other asset

Accounts payable

Credit Card
Current liability

Long-term Liability

Equity

Transactions you can use it for

Checking, savings, and money market accounts. Add one
bank account for every account your company has at a
bank or other financial institution. (You can also use this
type for petty cash.)

(A/R) Transactions related to the customers that owe you
money, including invoices, payments, deposits of
payments, refunds, credit memos, and statements. Most
companies have only one A/R account.

Assets that are likely to be converted to cash or used up
within one year notes receivable due within a year,
prepaid expenses, and security deposits.

Depreciable assets your company owns that aren’t likely
to be converted into cash within a year, such as equipment
or furniture.

Any asset that is neither a current asset nor a fixed asset,
such as long-term notes receivable.

(A/P) Transactions related to money you owe, including
bills, bill payments, and any credit you have with vendors.
See also current and long-term liability accounts.

Credit card purchases, bills, and payments.

Liabilities that are scheduled to be paid within one year,
such as sales tax, payroll taxes, accrued or deferred
salaries, and short-term loans.

Liabilities such as loans or mortgages scheduled to be paid
over periods longer than one year.

Owner’s equity, including capital investment, drawings,
and retained earnings.
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Income & Expense Accounts

Type of Account Used to track

Income The main source of money coming into your company.

Other income Money received for something other than normal business
operations, such as interest income.

Expense Money that’s leaving your company.

Other expense Money spent on something other than normal business
operations, such as corporate taxes.

Cost of Goods sold The cost of goods and materials held in inventory and then
sold.

» Working With Your Chart of Accounts

The Chart of Accounts is a complete list of your business accounts and their balances. The
Standard Company File has a on a wide range of accounts currently used by districts across
the State using the standard account numbers. It is not intended to be comprehensive, but
should include a majority of the general ledger accounts that you will need. You may add
or delete accounts as necessary. However, we recommend that you do not delete any for a
few months until you have worked with it for a while. That way, you can be sure whether
or not you need the accounts.

The Chart of Accounts, a copy of which is located in the Appendix, has been organized in
a series of “header” accounts and “subaccounts.” Each header account is designed to be a
line item on the conservation district’s year-end Statement of Cash Receipts and Cash
Disbursements. Please keep this in mind when you are making changes to the Chart of
Accounts.

Account numbers are used to provide a method for classifying accounts. They are also
used as a unique identifier to each account so there is no confusion if there are similar
accounts in two different sections of the financial section. Account numbers may be
turned off in the Preferences, however we recommend using them.

When creating a subaccount you must create two subaccounts. You will no longer code
transactions to the main account. Instead, you will code transactions to the subaccounts.
The theory is that you are “splitting” the account, and therefore, you will have at least
two subaccounts.

» Editing Bank Accounts

There are two methods to choose from when setting up the checking and saving bank
accounts in the Chart of Accounts. The method that you choose will be determined by the
district’s current accounting procedures.

If two or more funds are tracked within one bank account, you will use the Multiple Fund
Method. On the other hand, if each fund has its own bank account, you will use the Single
Fund Method.
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Home Customer Center Vendor Center Employee Center  Report Center ¢ Rmnd Find  Backup Accnt  Item Invoice  Claim Woucher Eill Check  Reg TO by &

"E Chart of Accounts

Eiank.
+1002 * Fund B Bank.
+1005 * Checking Account #2 Eiank.
+1006 * Fund C Biank.
+1006.1 * Fund C1 Eiank.
+1006.2 ' Fund C2 Bank
+1007 * Fund D Eiank,
+1007.1 ' Fund D1 Eiank
+1007.2 * Fund D2 Eiank
{1010 Checking #3 (Fund E) Bank
+1015 + Checking #4 (Fund F) Eiank
1050 * Savings Account #1 Eiank
+1051 ' Fund A Biank
+1052 * Fund B Eiank
+1055 ' Savings Account #2 Eiank
+1056 * Fund Eiank.
+1056.1 ' Fund C1 Biank
+1056.2  Fund C2 Eiank,
+1057 * Fund D1 Bank
+1057.1 * Fund D1 Eiank
+1057.2  Fund D2 Eiank
<+ 1060 * Savings Account #3 (Fund E) Eiank
+ 1065 * Savings Account #4 (Fund F) Bank
+1090 * Petty Cash - Fund & Eiank
+1095 * Petty Cash - Fund B Eiank
|+1200 ' Accounts Recelvable Accounts Receivable
+1120 ' Inventory Asset Cther Current Asset
2000 + Accounts Payable Accounts Payable
#2100 Payroll Liabilities Other Current Liabi...
+2105 * Federal Withholding Other Current Liabi...
2110 * FICAMedicare Other Current Liabi...
+2115 * Stake Withholding Cther Current Liabi...
2120 * Federal Unemployment Other Current Liabi...
+2125 * State Unemployment Cther Current Liabi...
+2130 + 401{k) Plan Liability Other Current: Liabi...
+2140 ' KPERS Other Current Liabi...
+2145 * Health Insurance Payable Cther Current Liabi...
#2200 * Sales Tax Payable Other Current Liabi...

account + [ activiies * |[ Reports | [ incude inactive

The Multiple Fund Method is illustrated using Checking Account #1 and Checking
Account #2 above. This method uses a “header account” or “title account.” A header or
title account is an account to which no transactions will be posted. Rather, the transactions
will be posted to the “subaccounts,” which will represent each of the district’s funds. At
the end of the banking cycle, when the account is reconciled, it is the header account that
will be reconciled. The header account combines the registers of each of the subaccounts,
allowing you to reconcile the entire bank account at once rather than trying to reconcile
each fund separately.

The Single Fund Method is illustrated in the Checking Account #3 and Checking Account

#4. This method is best suited to those districts that have a separate bank account for each
fund.

Given QuickBooks ability to keep subaccount registers; you may want to consider
changing to the Multiple Fund Method, particularly if you are incurring bank service
charges on each of your checking accounts. The Multiple Fund Method will also cut
down on administrative time to reconcile the account since you will only need to
reconcile one account.

Tip- You can order different colored checks or use a different check numbering sequence
for each of the sub-accounts. This allows you to differentiate between the funds without
needing separate checking accounts.

Both of these methods were setup in the customized file for conservation districts. The
Chart of Accounts must be edited to reflect your district’s bank accounts.
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In order to do this, follow these steps:

1. Go to the Iecon menu and click the Chart of Accounts icon (if icon has not been
created, go to List menu and click Chart of Accounts).

2. Click on the line of the bank account that you want to edit.

3. Click the Account button (bottom of screen) and then click Edit Account.

_18]x]
y & = »
® & = el R l =
Home: Customer Center  Wendor Center  Employee Center | Report Center Search  Find  Backup | Chaof Accnts  Item Claim Voucher Bl TO by A Rpt  UnpdBills Rpt  Sales Receipt
~ Edit Account Type & help nuestion | Ask I~ tew Do 1z [R=]
{77 Account Type  [par. - tumber 1000
Chart of Accounts
| Home
Account Name IChacking Account Option #1
™ subaccount of | =
~ Optional
Description |checking Account
Bank Acct, Mo, |12345
Enter Opening Balance. .. Should I enter an opening balance?
‘.‘".7--""" ~_ Remind me to order checks when I reach check number I
[ rder checks I can print from QuickBooks Learn mare
™ Account is inackive Save & Close Cancel

4. Modify the Account Name, enter the Bank Acct. No.
5. Click Save & Close.
6. Repeat steps 2-5 for each applicable bank account.
e If your district has one checking account to manage two funds:
= Edit the bank account with the number 1000 by entering the name of the
bank (i.e. 1% State Bank) in the Account Name field.
= Edit 1001 to read “Operations Fund, Checking” and 1002 as the “Enterprise
Fund, Checking” or similar wording.

e If your district has one checking account to manage two funds and sub-funds:
» Edit the bank account with the number 1005 by entering the name of bank
(i.e. 1" State Bank) in the Account Name field.
= Edit 1006 to read “Operations Fund Checking” with 1006.1 as “Operations”
and 1006.2 can be “NPS” (or whatever).
= Edit 1007 to read “Enterprise Fund Checking” with 1007.1 as “Enterprise”
and 1007.2 be assigned a name to track grant money, for example.

e Ifyour district has separate checking accounts to manage the Operations and
Enterprise Funds:

» Edit the bank account with the number 1010 by entering the name of bank
with the fund type (i.e., 1st State Bank-Operations Fund) in the Account
Name field. There are a limited number of character spaces, so you may
need to abbreviate.

» Edit the bank account with the number 1015 by entering the name of bank
with the fund type (i.e., Bank of America-Enterprise Fund) in the Account
Name field.
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Each savings account and Certificates of Deposit can be set up and reconciled in the same
manner. These should not be set up as subaccounts if they have their own bank account
number.

Even though Petty Cash is a sub-fund of the Operations Fund and/or Enterprise Fund, for

reconciliation purposes it would be easier to set this up as a Header Account in your Chart
of Accounts.

For the account name be sure to identify the type of fund, i.e. Operations or Enterprise.

Tip- For Certificates of Deposits you can include the maturity date in account name, i.e.
“Ent Fund CD, matures 12/01/2009.”

Tip- If savings accounts are set up at more than one bank, the bank name could be
included, i.e., “1*' State Bank, Ent CD 12/15/10.” There are a limited number of
character spaces, so you may need to abbreviate.

Since transferring of funds must be approved by the board, avoid using the Transfer
Funds feature. This will accomplish a transfer of dollars from one bank account to the
next, but the transfers will not be reflected for approval on the Unpaid Bills Needing
Board Approval Report. To record these transactions, write a “check” from one fund and
code it to Account #6600 Transfers to Other Funds (expense). There is no need to assign
a check number when you are not writing a check. If you wish, you can key “XFER”
into the check number field to designate that transaction as a funds transfer. Then, make
a “deposit” into the recipient fund and code it to Account #4080 Transfers from Other
Funds (income).

» Income and Expense Accounts

The income and expense accounts in the Chart of Accounts track the sources of your
income and the purpose of each expense. When you record transactions in one of your
balance sheet accounts, you usually assign the amount of the transaction to one or more
income or expense accounts. For example, not only do you record that you took money
out of your checking account, but you keep track of what you spent the money on, such as
utilities or office supplies.

You can edit the income and expense accounts by following the instructions previously
provided on editing the bank accounts. Before you get too carried away on deleting any,
you may want to use the “Hide Inactive Accounts” option located in the Account drop-
down menu for a while.

QuickBooks does not display balances for income and expense accounts in the Chart of
Accounts. One way to see these balances is by choosing Company & Financial from the
Reports menu and then click one of the Profit & Loss report options. You can also click
on the income or expense account in the Chart of Accounts, right click, and choose
QuickReport from the menu.

Page - 23 QuickBooks for Conservation Districts Training Guide



You may want to add subaccounts to your 6000 Cost of Goods Sold Account to track items
that you are selling. Use this Cost of Goods Sold Account when you are not tracking
inventory in QuickBooks. (If tracking inventory in QuickBooks, use Chart Account
number 5000 *Cost of Goods sold.)

Let’s say you want to add a subaccount to track Marking Flags. In order to do this, follow
these steps:

1. Go to the Icon menu and click the Chart of Accounts icon.
. Click the Account button (bottom of screen) and then click New.
3. Choose Other Account Types, select Cost of Goods Sold, and then click
Continue.

.'f?, Happy County Conservation District - QuickBooks Pro 2007 - |51 1‘
Ble Edit View Lists Company Customets Vendors Employees Banking Reports Window Help  Special Offers

& = »
2 & & ed s RS = e = &
Hame: Customer Center Vendor Center  Employee Center | Report Center Search  Find  Backup | Chof Accrts  Item Claim Woucher Bl TD by ARpt UnpdEills Rpt  Sales Receipt
7 Add New Account Type a help question | Ask = How Do I? m

\m Account Type | Cost of Goods Sold A Mumber ||

Chart of Azcounts
| Home

Account Mame |

I” Subaccount of | =l
 Optional

Description

Mate |

Save & Close | Save & Mew Cancel

Enter 6005 in the Number field.

For the Name use Marking Flags Expense.

Select the Subaccount of checkbox.

From the drop-down list, click 6000 Cost of Goods Sold.
Click Save & Close.

4.
3.
6.
7.
8.
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» Adding an Account to the Chart of Accounts

1. Go to the Icon menu and click the Chart of Accounts icon.

2 DXKACH Tty |CO et DD 1Y LSO OONE R DM 00 BN AACEO B AT P ) = [=][x]
File Edt Yiew Lists Company Customers Vendors Employees Barking Reports ‘Window Help
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"E Chart of Accounts | Type a help question L [=Howpor2 ||

Mame £ Type Balance Total
lank I C.00[®

@ 1001 * Fund & Eiank.
#1002 ' Fund B EBiank.
+1005 ' Checking Account #2 Eiank.
@ 1006 * Fund C Eiank.

+1006.1 * Fund €1 Eiank.
+1006.2 ' Fund C2 Biank
#1007 * Fund D Eiank.
+1007.1 * Fund D1 Eiank.

+1007.2 ' Fund D2 Bank
+1010 ' Checking #3 (Fund E) Eiank,
+1015 * Checking #4 (Fund F) Frank
=+ 1030 ' Savings Account #1 Eiank.

#1051 * Fund A& Bank.
+1052 * Fund B Eiank.
<1055 ' Savings Account #2 Eiank.
#1056 * Fund C Eiank.
+1056.1 ' Fund C1 Bank.
+1056.2 ' Fund 2 Eiank.
#1057 * Fund D Eiank.
+1057.1 ' Fund D11 Bank.
+1057.2 ' Fund D2 Eiank.
+ Sawings Account #3 {Fund E) Erank.
+ Savings Account #4 (Fund F) Eank.
* Petty Cash - Fund & Bank.
* Petty Cash - Fund B Bank
* Accounts Receivable Accounts Receivable
+ Invenkary Asset COther Current Asset
+ Accounts Payable Accounts Payable
* Payrall Lisbilities Cther Current Liabi, ..

+ 2105 * Federal withhalding Other Current Liabi,,,
#2110 * FICAMedicare Other Current Liabi,,,
#2115  State Withhalding Other Current Lishi...
22120 * Federal Unemployment Other Current Liabi,,,
#2125 * Skate Unemployment Other Current Liabi,,,
%2130 + 401(k) Plan Liability Other Current Liabi,, .
«Z2140 * KPERS Other Current Liabi...
#2145 * Health Insurance Payable Other Current Liabi,,,
+2200 ' Sales Tax Payable Other Current Liabi,,,

L Account '5\[ Ackivities '“ Reports ']Dlnc\udeingctive

Click the Account button (bottom of screen) and then click New.
Choose the type of account you wish to add and then click Continue.
Fill in the window as needed.

Click Save As or Save & New to add another account.

Pl

For products you buy and resale, an account will need to be set up for when you
purchase the product as an expense and when you sell the product as an income.

Tip- For easy recognition of an expense account vs. an income account you can
name the expense (Grass Seed Expense) distinguishable from the income (Grass
Seed Income).

» Adding Additional Bank Accounts

If you have been using QuickBooks and have decided that you need to setup another bank
account you will just add this account like you did the Chart of Accounts earlier. If you
are transferring money from another account into the bank account, you will need to write
a check from that account and make a deposit into this new bank account.

If the bank account is being setup based on grant money you will just setup the new bank
account just like the other chart of accounts you added before and then add the opening
balance at the time you setup the account. You will not be able to go back and add the
opening balance so be sure to add it as you set up the account.
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> Items and Their Use

QuickBooks uses Items to prepare Claim Vouchers (Purchase Orders), Cash Sales
Receipts, and Invoices; in fact, any item on a Claim Voucher, Sales Receipt or Invoice
must be entered into an Item List first. An item is anything that your company buys, sells,
or resells. Items are your products, services, and things such as postage, discounts, and
sales tax. When you create an item you link it to an account in the Chart of Accounts.

The following is a table listing QuickBooks Item Types, Description of those items, and

When to Use the items.

Item Type Description When to Use
Service Services rendered to or If you buy or sell these
received from others. services.

Inventory part

Inventory parts you
purchase, track as
inventory, and then sell.

If you want to track these
items in terms of value,
quantity, and/or the number
you have on order.

Non-inventory Part

Inventory Parts that you do

If you do not track the

not want to track in terms of | quantity.
quantity.

Other Charge Miscellaneous charges. This could be freight,
handling charges, or
delivery charges that you
will include on invoices.

Subtotal Calculates subtotals. Adds totals before any
discounts or sales tax are
added.

Group Allows a group of Items grouped together such
individual items to be added | as Subtotal and Sales Tax.
quickly. This can also be individual

items such as Oak Door,
hinges, and doorknob.

Discount Calculates the amount that | If items receive or give
is to be subtracted from discounts off the selling
either the total or the price.
subtotal.

Payment Reduces invoice total. Use when paying or

receiving money before the
invoice or purchase order is
prepared.

Sales Tax Item

Calculates a single sales
tax.

Use this for sales tax
charged to customers.

Sales Tax Group Calculates two or more Use if a combination of
sales taxes grouped on the sales tax rates is required as
same sale. a one line item on an
invoice.
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» Adding an Item to the Item List

1. Go to the List menu, click Item List or click on the Item icon. You will then be at
your Item List. Once again it looks and acts much like the other lists that you have
been working with.

%{] R County Conservatiomiistict G mekbooks: BremienAccountant Edition 2007 ] J kﬂl

Fle Edit ‘iew Lists Accountant Company Customers Mendors Emplovees Bani\ing Reports window Help

® & & = F (A2 % 3% 44| B B B &4 % @ H &~

e o T |E2]
Home Customer Center  Vendor Center  Employee Center  Report Center  © Search  Rmnd Find  Backup Accnt Item Inwvoice  Claim Youcher Bill Check.  Reg
-
e i CEXB)
Mame Description Tvpe Account onHand | OnSale... | Price
quipment Rental e
@ Custom Drilling Custom Driling Service 4015 ' Retal 5al,., 0,00 =
eiarass Drill Rental | Grass Drill Rental Service 4050 Equipmen. .. 0.00 o] )
eMisc. Equipment ... |Miscellaneous Equipment Rental Service 4050 Equipmen. .. 0.00 i (5
+Mo-Till Drill Rental — [Ko-Trill Drill Rental Service 4050 Equipmen, .. 0,00 o —
e5craper Rental Scrapet Rental Service 4050 Equipmen. .. 0.00 b0
eWeed Barrier Ins... |Weed Barrier Installation Service 4015 ' Retal 5al... 0.00 o
«Dirip Irrigation Su.. . |Drip Irrigation Supplies Inwventory ... [4015 * Retal Sal... a a 0,00 b0
+(Grass Seed Grass Seed Purchase Inventory ... [4015 ' Retail Sal... a a 0,00 ho
¢Health Insurance  |Health Insurance payment Other Cha,.. |2100 * Payroll Lia.., 0,00 bo
+KPERS KPERS deposit Other Cha... |2100 * Payroll Lia... 0.00 ho
+0ne-time Expen... |One-time or Infrequent Expenditure Other Cha... |Bills ko be Coded 0,00 ho
sPayroll Payroll Expense Other Cha.., [6050 * Salaries a... 0,00 ho
ePayroll Taxes-E... |Payroll Taxes Withheld from Employes Checks Other Cha... |6050 ' Salaries a... 0.00 bo
«Payroll Taxes-E... |Payroll Tax Remittance Other Cha... |6050 * Salaries a... 0.00 bo
+Postage Postage Charges Other Cha.., [6100 ' Informati,.. 0,00 ho
s Telephone Manthly Telephane Bill Other Cha... |6200 ' Cther ad... 0,00 b0
e Utilities-GRE Monthly utility bill - Gas & Electric Other Cha... |6200 * Other ad... 0.00 ho
< Ltilities-\Water Wanthly utilicy bill - Water Other Cha... |6200 © Other Ad... 0,00 o
o]
i Item * H Activities  * “ Reports  * H Ezcel * ]
E It% CtrE fbatement Stakements Refunds Write Chick
Delete Ttem Chl+D  (Charges & Credits chetle Register Bl Learn About Services
Make Item Inactive o
2 Pay your employees
L
w Hierarchical View § g >
;9 5 Accepk credit cards
Flat Wiew :J ) H ﬁ
Custornize Calumns... HEW Checks \g Order checks and supplies
Payrall Option
Use Chrl+l
Find in Transactions. .. "1'3§ Qther services...
Print List... Chrl+P
e _
m Eole=wBaoE e n o Consery 9] Document1 - Microsof .. | 925 0l ssorm

2. Click on the Item button and choose New to add items.

3. Once you have added an item you can click Next to record the entry and add the
next item.

4. Click OK to record the entry and close the New Item window.

Tip- For easy recognition of an expense item vs. an income item you can name the

expense (Grass Seed Expense) distinguishable from the income (Grass Seed Income).

All items do not need to be setup as you begin to use QuickBooks. You can also add items
on an as nee